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UNITED STATES DEPARTMENT OF AGRICULTURE 
Agricultural Adjustment Administration 
Washington, D. C. 


August 31, 1933. 


SPECIAL OFFICE ORDER NO. 1. 


Subject: Preparation and Issuance of Comptroller's Decisions. 


The Legal Advisory Cormittee will prepare proposed Comptroller's 
decisions, serially numbered and properly dated in all cases received 
from the Contract Records Section involving questions of policy. These 
proposed Comptroller's decisions will be forwarded to the Comptroller 
for signature and if he approves, he will in turn forvard them to the 
General Counsel, the Coadministrator and the Aqninistrator for their 
approval prior to their mineographing and promulgation to all offices 
and divisions concerned in the Administration. 


The policy decisions vhich have alreacy been made and have been 
incorporated in the instructions to examiners and reviewers, Control 
Record Section, will be postdated «s accurately as possible and issued 
as Comptroller's decisions beginning with number one. 


The Secretary to the Legal Aavisory Committee is hereby held re- 
sponsible for maintaining a complete file of all decisions made by the 
Committee with respect to individual contracts within the policies laid 
down in the Comptroller's decisions previously arproved. This file of 
memoranda, copies of which it is understood are placed in the proper 
individual folder affected, will be maintained chronologically and kept 
in a binder. 


This chronological file of memoranda on individual cases 7ill con- 
prise o complete record of lerfal decisions made within the policy-forning 
decisions approved by the Comptroller, the Coadninistrator and the Adnin- 
istrator. 


Charles J. Brand George N. Peek 
Coadninistrator. Adninistrator. 
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; UNITED STATSS DBPARTIGONT OF AGRICULTUR} » NOV 6 ~ 1939 vi 
Agricultural Adjustment Administration U. 8. Deyariment f hori 
Washington, D. C. : “a! OF Agriculture 


October 255-195 


SFHCIAL OFFICE ORDER NO. ae 


Subject: Instructions to the Visa Office. 


General. 


a- There should be a receiption box conspicuously placed in the Visa Of- 
fice for all incoming documents to be signed or initialed by either the 
Administrator or the Secretary. 


b. On reception, visa index card shovld be made out for each document. 
On this card sould be placed the name of tho document, the action’ re- 

quired, the time of reception, the time of transmittal, the time action 
was taken, and the time document was transmitted to the proper offices. 
On the back of this card shovld appear the initials of someone in each 

orfice to which the document was tronsmitted. 


¢- These cards ‘should be kept in a tickler file in order that no docu- 
mont may be inactive in the offices indicated. 


gd. The Visa Office will prepare the documents in this manner: (1) index 
card, prepared by the Chicf Hearing Clork for the Secretary's files, to be 
clipped at the top of the first sheet in folder and detached by the Office 
of the Secretary; (2) the report of the Analysis Committee or as the case 
may be, one copy of the letter of the Special Assistant to the Administra- 
tor, or memorandum of the Gencral Counsel; (3) the code or marketing agree- 
ment with tab indicating where the Secretary is to sign. Subsequent copics 
of these documents are to be stapled in the same manner. 


g- Whenever transmitting such documents, the messenger shall carry with 
him the Visa index card, sccure the initials of the person receiving the 
docket, the date and tinc of reception, ond return to the Visa Office tick 
1cr fides 


f. All transnittals shall be roported to the Control Officc. 


Procedure on the signing of documents relating to the Formal Hearing. 
Ee ie hactntraitie 


ae The Visa Office will receive from the Chicf Henring Clerk (1) one in- 
dex card on ench document prepared for the Secretary's files; (2) sovon 
forms requesting the signature of the Sccretary on the above documents; (3) 
seven Notices of Honring; (4) sevon Doternminntion of Parties to be notifica: 
(5) seven Designation of Presiding Officer. 


O- Said documents vill be sent to the Administrator for initinls. 


ce On receipt from the Administrator's Office, saia docunents should be 
sent to the Secrctary for signature together with a transmittal form in dup- 
licate, one copy of which shall be returned signed by the office of the 
Secretary, to the Control Office. 


d.. The Visa Office will receive from the Secretary's office (1) six cop- 
ics of the form requesting the Socrotary's signaturo; (2) six copics of tho 
Notice of Hearing; (3) six copics of the Determination of the Partics to be 
notificd; (4) six copics of the Designation of the Presiding Officer. 


GS. The Visa Office wil thon transmit the original and four copics of 

Oach of tho abovo signed documents to the office of the Chicf Hearing Clore: 
transmittal form in duplicate should be attached, one copy of which shall be 
returned, signed by tho offico of tho Chicf Hearing Clerk, to the Control 
Office. 


f. The Visa Office will send one copy of cach of tho signed documents to 
the Control Office. 


Procedure in scocur ring tontativo approval of markoting agroomonts. 


a. Tho Visa Office vill reccive (1) one index card prepared for the Scc- 
rotary's filos: (2) one copy of tho report of tho Analysis Committoc; (3) 
copies of all memoranda recommending approval; (4) four copies of the 
marketing agrecment. 

be The Visa Office will then send the said documents to the Administrator 
ay initialing. 

Ce The Administrator's Office.will return the docket together with four 
copies of a letter by the Special Assistant to the Administrator requesting 
the approval of the Secretary.. 


de A copy of this letter shall be stapled to each copy of the marketing 
agreement. 


ee The Visa Office shall detach the report of the Analysis Committee and 
the attendant memoranda recommending approval, and forward said report and 
papers to the Control Office. 


f.. The Visa Office will then send (1) the index card prepared for the 
Secretary's files: (2) four copiesof the letter of the Special Assistant 

to the Administrator; (3) attached to four copies of the proposed marketing 
agreement, to the Office of the Sccretary; a transmittal form in duplicate 
sholl be attached, one copy of which shall be returned signed by the office 
of the Secretary, to the Control Office. 


g- The Visa Office.will receive from the office of the Secretary three 
copies of the marketing agreement, each copy vith the letter from the 
Special Assistant to the Administrator still attached. 


h. The Visa Office shall then send one copy of the marketing agreement 
with the letter of the Special Assistant to the Administrator attached, to 
the Control Officc. 
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i- The Visa Office will send two copies of the approved marketing ngree- 
ment with the letters attached, to the office of the Chicf Hearing Clerk; 
& transmittal form in duplicate shall be attached, one copy of which shall 
be returned, signed by the office of the Chief Hearing Clerk, to the Control 
Office. 


Procedure in securing the final approval.on marketing agreements. 


a. The Visa Office will receive (1) an index card prepared for the Secre- 
tary's file; (2) a memorandum from the Legal Counsel stating that the docu- 
ments are in proper order and where the Secretary is to sign; (3%) four 
copies of the marketing agreement. 


be The Visa Office will then transmit the above documents to the Adninis- 
trator's office for initialing. 


c. The Visa Office will receive these documents from the office of the 
Administrator together with four copics of a letter from the Special Assis- 
tant to the «\dministrator requesting the Secretary's signature. 


ad. The Visa Office will then transmit to the Office of the Secretary the 
following documents; (1) index card prepared for the Secretary's files; (2) 
four copies of the letter of the rohcaas Assistant to the Administrator; (3) 
four copies of marketing agreement; a transmittal form in duplicate shall be 
attached, one copy of which shall be Bevery siened by the office of the 
Secretary, to the Control Office. Memorandum of the General Counsel shall 
be detached and sent to the Control Office. 


e. The Visa Office will receive from the Secretary's office (1) three 
copies of the marketing agreement; (2) and three copies of the. letter of the 
Special Assistant to the Administrator. 


£. The Visa Office shall transmit two copies of each of the above docu 
ments to the office of the Chief Hearing Clerk; a transmittal form in dup- 
licate shall be attached, one copy of which shall be returned signed by the 
office of the Chief Hearing Clerk, to the Control Office. | 


g& The Visa Office shall transmit one copy of each of the above documents 
to the Control Office. 
Procedure in securing final 


a 


vooprovel of codes. 


a- The Visa Office will receive (1) one index card for the Secretary's 
files; (2) one report from the Analysis Committee; (3) two drafts of the 
Executive Order promilgating the code; (4) five covies of the code (N.B.) 
the original Executive Order must be stapled to the master copy of the code; 
(5) one set of reports cntitled "N.R.A. Reports Supporting Recommendation 
for Approval of Labor Provisions for Code of Fair Competition for the 
Industry": (6) original lettor from the Administrator of the 


NeI-R.A. to the Secretary of Agriculture recomnonding that the labor pro- 


visions as set forth in the code, be presented to the President; (7) 
original and four copies of the memorandum of the Gencral Counsel stating 
that the code is in proper order; (8) memoranda recommending the adoption 
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of the code, from the Scction Chief, Director of Division of Processing 
ond liarketing, Director of Production and Consumers Counsel. 
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b. The Visa Office: shall send said documents to the Administrator. 


- The Visa Office will reccive from the office of the Administrator the 
vbove documents of the letter of the Administrator or his Specinl Assistant 
roques ting that the code be presented by the Secretary of Agriculture to 
‘the Bele ue 


d. The Visa Office aah) detach; (1) report of Analysis Cormittee; (2) memo- 
andm from Soction Chicf; (3) memorandum from Processing and Marketing 
Division; (4) nenorandun ae Production Division; (5) memorandum fron 
Consuriers: Commscel; and send detached documents to the Control Officer. 


2. The Visa Office shall send to the office of the Secretary the remaining 


f. The Visa Office will receive from the office cf the’ Socretary (1) four 
copics of the code; (2) four copies of the merorandu: from the General Com- 
sel: (3) four copics of the Ictteor of the Special J Assistant to the Adminis 
trator; (4)-four copies of the Secretary's letter recommending the signa- 
ture of the. President; (5) one set of reports of N.R:A. recommending code: 
(6) letter of N- I.R.A. Administrator. ; ee 


aay eee NER parte? shall then transmit one copy of the code, the set of 


reports of i. the, one lettor cf the N.I.R.A. Administrator to the Liaison G 
Office of the N.R.A.; a transmittel form in duplicate shall be attached, ‘4 
one copy of which sholl be returned, signed by the Linison Office, to the 
Control Office. 


he The Visa Office will be Gata to the office of the Chief Henring Clerk 

tivo copics of the code: - transmittn L form in duplicete shall be attached, 

one copy of. which shall on returned Signed by the office of the Chief Hear- 
ing Clerk, to the Control Office. 


i- The Visa Office shall transmit one copy of the code and all remaining 
documents to the Control Office. | 


By direction of the Administrator. 


ROBERT DAVIS, 
The e Administrative Officer. 
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December 22, 1933 


SPECIAL OFFICE ORDER NO. 4 


Personnel of the Contract Records Section and Comptroller's 
Office 


1. The Contract Records Section and Comptroller's Office 
will take steps immediately to carry out the instructions of the 
Secretary's memorandums of December 4 and 6, 1933 as amended by 
nemsrancum of December 20, 1933 relating to the personnel of those 


~~ 
offices. 


e+» In administering the instructions of the memorandum of 
Decemoer 20, 1933, the Comptroller and the Chief of the Contract 
Records sections should; 


(a) Recommend for reappointment for duration of 
work only those employees who have demon- 
strated their ability to perform their work 
in a satisfactory manner, and 


(0) Submit recomendations to the Personnel 
Section at least three weeks in advance of 
the time additional appointments, including 
replacements, are needed. : 


3. By "duration of the work" is meant the period covered 
by existing and proposed comnodity progranse All appointnents 
for the duration of the work will, therefore, be indefinite 
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Oi Git Davis, 
Administrator. 


appointments. 
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